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    Předmluva


    Příručka, kterou máte před sebou, je určena všem, kteří angličtinu používají při své práci, ať už se jedná o manažery, obchodníky, asistentky, zaměstnance zahraničních společností či vědecké pracovníky. V dnešním globalizovaném světě se angličtina stala nezbytnou součástí „výbavy“ každého člověka, který se chce pohybovat v mezinárodním prostředí. To, čemu říkáme Business English, je vlastně souborem frází a výrazů pro různé situace, které může zažít každý, kdo navazuje profesionální kontakt se zahraničními partnery – a rozhodně se nejedná jen o čistě obchodní vztahy. Určitě se hodí vědět, jak se správně vyjádřit v nejrůznějších situacích, které nám, kdo nejsme rodilými mluvčími, mohou přinést horké chvilky – například když se máme poprvé setkat s novými zahraničními kolegy, řídit poradu, poslat mail či telefonovat v angličtině.


    V této knížce najdete pomůcku pro celou řadu obdobných situací. Příručka je rozdělena do šesti tematických kapitol. V první kapitole Making Contacts najdete fráze a výrazy, které oceníte, chcete-li se zahraničními partnery kontakt poprvé navázat. Druhá kapitola Telephoning obsahuje přehled nejrůznějších frází, které můžete použít, když někomu voláte či když telefonát přijímáte, případně se dovolat nemůžete a chcete nechat vzkaz. Máte-li se připravit na náročné jednání či poradu, můžete se inspirovat frázemi ve třetí kapitole Meetings. Pokud však vaše jednání přejde do náročnější fáze a budete muset vyjednávat, najdete pomoc ve čtvrté kapitole Negotiations. Pátá kapitola Presentations vás provede výrazy, na které se hodí nezapomenout, když si chcete pro své publikum připravit přehlednou prezentaci. V šesté kapitole E-mails and Letters naleznete základní fráze pro písemnou komunikaci – elektronickou poštou či dopisem.


    V každé kapitole naleznete přehled základních výrazů k dané problematice ve formě anglicko-českého slovníčku a také kulturní a jazykové tipy. Ty by vám měly usnadnit komunikaci a napomoci k větší sebejistotě při vystupování. Výrazy, které se užívají spíše v neformálních situacích, jsou označeny informal, za slovy, která patří specificky do britského kontextu, naleznete v závorce zkratku BrE (British English) a u termínů používaných spíše v americké angličtině zkratku AmE (American English). Na samém závěru příručky naleznete přehled nejčastěji užívaných zkratek a akronymů a přehled názvů pracovních míst a funkcí.


    Přeji vám hodně úspěchů při komunikaci s vašimi anglicky mluvícími pracovními partnery!


    Zuzana Hlavičková

  



  

    1.Making Contacts / Navazujeme kontakty




    Při pracovním či obchodním setkání s lidmi, s nimiž se neznáme, bychom měli udělat tři věci: Navázat kontakt (make contact), pohovořit o sobě a případně o své zemi (talk about ourselves) a zjistit základní informace o nich (find out about the other person). Pokud tyto tři základní prvky dobře ovládnete, bude pro vás profesionální komunikace snadnou záležitostí.




    1.1First Contact / První kontakt




    Možná si nejste jistí, jak pozdravit a jak se představit, když se s někým setkáte poprvé. Je vhodné zvolit spíše formální pozdrav, nebo se od prvního okamžiku chovat neformálně? Nejlepší rada je počkat, jak vaši partneři přivítají vás. Možná zjistíte, že méně formální způsob komunikace bude vhodný až po čase, když se navzájem lépe poznáte. Spíše formální způsob pozdravu se určitě hodí při setkání s lidmi staršími, než jste vy, či pokud se poprvé setkáte s někým, kdo zastává pozici vyšší než vy. Pokud máte schůzku s kolegou či s někým, kdo je na stejné úrovni jako vy, je neformální pozdrav zcela na místě.




    Greetings / Pozdravy




    	

            Good morning/Good afternoon/Good evening, Mr Smith.


          



          	

            Dobrý den/dobré odpoledne/ dobrý večer, pane Smithe.


          

        
	

            How are you?


          



          	

            Jak se máte?


          

        
	

            How are you doing?


          



          	

            Jak se vám vede?


          

        
	

            I’m so happy to see you again.


          



          	

            Jsem tak rád, že vás zase vidím.


          

        
	

            It’s always a pleasure to see you.


          



          	

            Vždy vás rád vidím.


          

        

Responding to Greeting / Odpověď na pozdrav




    	

            Fine, thanks. And you?


          



          	

            Dobře, děkuji. A vy?


          

        
	

            Very well. And you?


          



          	

            Velmi dobře. A vy?


          

        
	

            Not too bad, thanks.


          



          	

            Celkem dobře, děkuji.


          

        
	

            Good to see you too.


          



          	

            Také vás rád vidím.


          

        

LANGUAGE TiP




    Pozdrav „Good morning“ je vhodné použít, když v době před obědem zdravíme lidi, které známe málo nebo vůbec. Ty, které známe dobře, můžeme neformálně pozdravit třeba jen „Morning“. Obdobně zdravíme málo známé či neznámé lidi pozdravem „Good afternoon“, a to v době mezi obědem a odpoledním čajem. Po 6. hodině večerní je vhodný pozdrav „Good evening“. V případě osob, které dobře známe, můžeme opět použít při pozdravu jen zkrácený tvar „Evening“.




    Pozdrav „Hello“ se hodí v kteroukoli denní dobu, ale pouze v případě, že lidi, které zdravíme, oslovujeme křestním jménem. „Hi“ je velmi neformální pozdrav a použijeme ho v případě, že se s tím, koho zdravíme, dobře známe.




    USEFUL TiP




    HANDSHAKES




    •Ve většině anglicky mluvících zemí je obvyklé podat si při představení ruku (greet each other with a handshake).




    •Váš stisk by měl být pevný. Pokud je slabý, můžete u svých obchodních partnerů vyvolat pocit, že nejste silná osobnost.




    •Při podání ruky se partnerovi dívejte do očí (look your partner in the eye). Pokud se budete dívat jinam, mohou si lidé myslet, že něco skrýváte nebo že nejste dostatečně přátelští.




    •Usmějte se, podejte ruku a představte se.




    Introducing Yourself / Představujeme se




    	

            Allow me to introduce myself. I am…


          



          	

            Dovolte mi, abych se představil, já jsem…


          

        
	

            May I introduce myself? My name is…


          



          	

            Rád bych se vám představil, jmenuji se…


          

        
	

            Sorry to bother you, but can I just introduce myself quickly?


          



          	

            Omlouvám se, že vás obtěžuji, ale můžu se jen rychle představit?


          

        
	

            I just wanted to introduce myself. I don’t believe we’ve met before. My name is…


          



          	

            Chtěl bych se jen představit. Nemyslím, že jsme se už setkali, jmenuji se…


          

        
	

            I don’t think we’ve actually met formally yet. I’m…


          



          	

            Myslím, že jsme se ještě formálně neseznámili. Já jsem…


          

        

Saying Something about Your Job / Řekneme něco o své práci




    	

            I’m from… (company)


          



          	

            Jsem ze společnosti…


          

        
	

            I work for…


          



          	

            Pracuji pro…


          

        
	

            I’m with…


          



          	

            Pracuji pro/u…


          

        
	

            I’m in charge of…


          



          	

            Mám na starosti…


          

        
	

            I’m responsible for…


          



          	

            Jsem odpovědný za…


          

        
	

            My job involves…


          



          	

            Moje práce zahrnuje…


          

        
	

            I handle…


          



          	

            Zabývám se…


          

        
	

            I oversee…


          



          	

            Dohlížím na…


          

        

Introducing Someone Else / Představujeme druhé




    	

            I’d like to introduce you to…


          



          	

            Rád bych vás představil…


          

        
	

            There’s someone I’d like you to meet. This is…


          



          	

            Chtěl bych vám někoho představit. Tohle je…


          

        
	

            Meet my friend Paul Smith.


          



          	

            Seznamte se s mým přítelem Paulem Smithem.


          

        
	

            Let me introduce…


          



          	

            Seznamte se s…


          

        
	

            Have you met my colleague?


          



          	

            Už ses seznámil s mojí kolegyní?


          

        
	

            I think you have met Mr Green before.


          



          	

            Myslím, že s panem Greenem už se znáte.


          

        
	

            May I introduce you to Mrs Black?


          



          	

            Mohu vám představit paní Blackovou?


          

        
	

            I’d like you to meet Ms Clarence Abbot.


          



          	

            Rád bych vám představil paní Clarence Abbotovou.


          

        
	

            You’ve met Richard, haven’t you?


          



          	

            S Richardem už se znáte, že?


          

        

Responding to an Introduction / Odpověď na představení




    	

            How do you do? (very formal)


          



          	

            Těší mě.


          

        
	

            It’s nice to meet you.


          



          	

            Rád se s vámi setkávám.


          

        
	

            Nice to meet you.


          



          	

            Těší mě.


          

        
	

            My pleasure.


          



          	

            Potěšení je na mé straně.


          

        
	

            I’m pleased to meet you.


          



          	

            Jsem rád, že vás poznávám.


          

        
	

            I’m really glad to meet you.


          



          	

            Velmi rád vás poznávám.


          

        
	

            It’s really nice to meet you.


          



          	

            Moc rád vás poznávám.


          

        
	

            Sorry, I didn’t catch your name.


          



          	

            Omlouvám se, ale nezachytil jsem vaše jméno.


          

        
	

            Hi. Nice/good to meet you. (informal)


          



          	

            Ahoj, rád tě poznávám.


          

        
	

            Hello. Pleased to meet you.


          



          	

            Zdravím. Mám radost, že jsme se setkali.


          

        

USEFUL TiP




    Větu „How do you do?“ použijeme, když je nám formálně představena nová osoba nebo když se s někým setkáváme poprvé ve formální situaci. Na tuto otázku neočekáváme jinou odpověď než „How do you do?“ Naopak u otázky „How are you?“ je standardní odpovědí „I’m fine, thank you. And you?“ bez ohledu na to, jak se skutečně máme. Velmi obvyklá a spíše neformální je otázka „How are you doing?“ Odpověď obvykle zní „Great!“ nebo „Fine!“




    PRACTICAL EXAMPLE




    Paul: Mr Levitan, may I introduce Robert Wilkinson from Forest Bank? Pane Levitane, mohu vám představit Roberta Wilkinsona z Forest Bank?




    Paul: Mr Wilkinson, this is Fabrizio Levitan. He’s responsible for our account­ing division. Pane Wilkinsone, to je Fabrizio Levitan. Má na starosti naši účtárnu.




    Mr Wilkinson: How do you do? I’m very pleased to meet you, Mr Levitan. Těší mě. Velmi rád vás poznávám, pane Levitane.




    Mr Levitan: I’m pleased to meet you too, Mr Wilkinson. Také vás rád poznávám, pane Wilkinsone.




    USEFUL TiP




    Základní pravidla představování




    Představování bude mnohem jednodušší, pokud si zapamatujeme několik jednoduchých pravidel.




    •V obchodním kontaktu je níže postavená osoba (a person of lower rank) představena osobě s vyšší hodností (higher rank) či funkcí. Obdobně je nejdříve představen ten, kdo je mladší, nebo muž ženě.




    •Své jméno vyslovte jasně a zřetelně, aby si ho váš partner snáze zapamatoval.




    •Při podání ruky můžete jen říct své jméno a vynechat pozdrav, aniž by to bylo považováno za nezdvořilé.




    •Vzhledem k tomu, že angličtina nerozlišuje tykání a vykání, můžeme neformální kontakt navázat tak, že při představení požádáme, ať nás dotyčný oslovuje křestním jménem. Například: „Hello, my name is John Smith. Call me John.“




    •Odpověď na představení by měla mít stejnou míru formálnosti jako představení samotné.




    LANGUAGE TiP




    Jaký je rozdíl mezi zkratkami Mr, Mrs, Ms and Miss?




    Zkráceným tvarem Mr (Mister) označujeme muže, ať svobodného či ženatého (a married or single man).




    Zkratka Mrs (vyslovujeme „misis“) se užívá v případě vdané, rozvedené či ovdovělé ženy (a married, divorced or widowed woman).




    Mladou ženu, která dosud nebyla vdaná (a young woman who has never been married) můžeme označit Miss (slečna). V posledních desetiletích se však toto oslovení stále více omezuje na velmi mladé dívky, u dospělých žen bývá (především, ale nejen) v USA považováno za politicky nekorektní.




    Bezpečnější tedy bude používat zkratku Ms (vyslovujeme “miz”), která se hodí v případě ženy nad 20 let, u níž nevíme, zda je vdaná či nikoli (a woman over 20 when we don’t know if she is married or not).




    Všechna tato oslovení používáme vždy pouze ve spojení se jménem, např. Mr Tay­lor, Ms Whittaker atd.




    Giving and Asking for Business Cards / Předání a vyžádání si vizitky




    	

            Do you have a business card?


          



          	

            Máte vizitku?


          

        
	

            Could I have your business card?


          



          	

            Mohl bych dostat vaši vizitku?


          

        
	

            Can I get your phone number or e-mail address?


          



          	

            Mohu dostat vaše telefonní číslo nebo e-mailovou adresu?


          

        
	

            What is the best way to contact you?


          



          	

            Jaký je nejlepší způsob, jak se s vámi spojit?


          

        
	

            Can I get your contact information?


          



          	

            Mohu dostat vaše kontaktní údaje?


          

        
	

            Let me give you one of my business cards.


          



          	

            Dovolte, abych vám dal vizitku.


          

        
	

            My contact information is on my business card. Let me give you one.


          



          	

            Moje kontaktní údaje jsou na mé vizitce. Dovolte mi, abych vám jednu dal.


          

        
	

            You can reach me by calling the number on my business card.


          



          	

            Můžete mě zastihnout na čísle uvedeném na mé vizitce.


          

        
	

            My e-mail address is on my business card.


          



          	

            Moje e-mailová adresa je na mé vizitce.


          

        

USEFUL TiP




    Jak předávat vizitky?




    Přestože dnes pomalu vítězí elektronická média nad papírem, vizitky mají stále velký význam. Je to totiž nejjednodušší způsob, jak druhé osobě předat důležité informace a kontakt na sebe. Předávání a přijímání vizitek má svá pravidla, která je rozhodně dobré znát.




    •Vizitky se předávají zpravidla pravou rukou.




    •Vizitku, kterou obdržíme, je třeba si vždy prohlédnout, popřípadě říci nějaký stručný komentář.




    •Za obdrženou vizitku dáváme svou. Pokud svou vizitku nemáte, popřípadě ji druhé straně dát nechcete, je třeba se omluvit.




    •Vizitky je vhodné mít v pouzdře. Stejně tak se doporučuje ukládat do pouzdra i obdrženou vizitku.




    Farewells / Pozdravy při rozloučení




    	

            Good-bye.


          



          	

            Nashledanou.


          

        
	

            Stay in touch.


          



          	

            Zůstaňte v kontaktu.


          

        
	

            So long!


          



          	

            Zatím nashledanou!


          

        
	

            See you soon!


          



          	

            Uvidíme se brzy!


          

        
	

            Farewell!


          



          	

            Sbohem!


          

        
	

            It was nice meeting you.


          



          	

            Rád jsem vás poznal.


          

        
	

            I hope to see you soon.


          



          	

            Doufám, že se brzy uvidíme.


          

        
	

            It was good to see you.


          



          	

            Rád jsem vás viděl.


          

        
	

            It was great to see you again.


          



          	

            Velmi rád jsem vás zase viděl.


          

        
	

            Have a good day.


          



          	

            Hezký den.


          

        
	

            Have a safe journey home.


          



          	

            Šťastnou cestu domů.


          

        
	

            Enjoy the rest of your stay.


          



          	

            Příjemný zbytek pobytu.


          

        
	

            I look forward to seeing you again.


          



          	

            Těším se, že se znovu setkáme.


          

        

Reactions to Farewells / Odpovědi na pozdravy při rozloučení




    	

            Good-bye. It’s been nice to meet you too.


          



          	

            Nashledanou. Také jsem vás rád viděl.


          

        
	

            Bye. See you later/I’ll be seeing you. (informal)


          



          	

            Nashle. Uvidíme se později.


          

        
	

            Bye-bye. Take care.


          



          	

            Nashledanou. Opatrujte se.


          

        
	

            See you.


          



          	

            Uvidíme se.


          

        
	

            We’ll keep in touch.


          



          	

            Zůstaneme v kontaktu.


          

        
	

            Keep in touch! (informal)


          



          	

            Ozvi se mi!


          

        
	

            Thanks, you too.


          



          	

            Děkuji, vám také.


          

        

Vocabulary




    to be in charge of sth – mít na starost co




    to be pleased – být potěšen




    to bother sb – obtěžovat někoho




    business card – vizitka




    to contact – kontaktovat




    handshake – podání ruky




    to introduce sb – představit někoho




    to keep in touch – zůstat v kontaktu




    to look forward to sth – těšit se na něco




    to meet sb – setkat se s někým




    1.2Starting and Finishing Conversation / Zahájení a ukončení rozhovoru




    Pro každého, kdo chce navázat dobrý kontakt s obchodními či pracovními partnery, je důležité umět se ptát a zajímavě konverzovat, ale také zdvořile změnit téma či rozhovor ukončit.




    Starting a Conversation / Zahájení konverzace




    	

            I believe we’ve exchanged e-mails, haven’t we?


          



          	

            Myslím, že jsme si vyměnili e-maily, je to tak?


          

        
	

            We’ve spoken on the phone before, right?


          



          	

            Už jsme spolu mluvili po telefonu, že?


          

        
	

            Your name sounds a bit French. Do you have relatives in France?


          



          	

            Vaše jméno zní francouzsky. Máte příbuzné ve Francii?


          

        
	

            Do you mind if I join you?


          



          	

            Můžu se k vám přidat?


          

        
	

            Excuse me, you must be Peter Smith.


          



          	

            Promiňte, vy musíte být Peter Smith.


          

        
	

            Excuse me, have we met?


          



          	

            Promiňte, my se známe?


          

        
	

            I really enjoyed your talk this morning.


          



          	

            Dnes dopoledne se mi opravdu líbil váš proslov.


          

        
	

            Have you been here long?


          



          	

            Už jste tu dlouho?


          

        
	

            Do you know many people here?


          



          	

            Znáte tady mnoho lidí?


          

        
	

            Do you mind me asking…?


          



          	

            Mohl bych se vás zeptat…? (na něco osobního/citlivého)


          

        
	

            Excuse me, can I talk to you for a minute?


          



          	

            Promiňte, můžu s vámi na chvilku mluvit?


          

        
	

            Can I ask you something?


          



          	

            Mohu se vás na něco zeptat?


          

        

Changing the Topic / Změna tématu




    	

            By the way, I would like to mention…


          



          	

            Mimochodem rád bych se zmínil o…


          

        
	

            That reminds me of something similar.


          



          	

            To mi připomíná něco obdobného.


          

        
	

            Speaking of that, I would just like to point out that…


          



          	

            Když už o tom mluvíme, rád bych zdůraznil, že…


          

        
	

            Oh, there’s something else I wanted to ask you.


          



          	

            Chtěl jsem se vás zeptat ještě na něco (jiného).


          

        
	

            This has got nothing to do with what we’re talking about, but…


          



          	

            Nemá to nic společného s tím, o čem jsme mluvili, ale…


          

        

Finishing the Conversation / Ukončení konverzace




    	

            If you’ll excuse me, I must just go and say hello to someone.


          



          	

            Pokud mě omluvíte, musím jen někoho jít pozdravit.


          

        
	

            It’s been nice talking to you. See you again soon.


          



          	

            Rád jsem s vámi pohovořil. Brzy se zase uvidíme.


          

        
	

            Would you excuse me a moment? I’ll be right back.


          



          	

            Omluvíte mě na chvilku? Budu hned zpátky.


          

        
	

            I’d better be going, it’s late.


          



          	

            Měl bych raději už jít, je příliš pozdě.


          

        
	

            I’m sorry but I think I should be going now.


          



          	

            Omlouvám se, ale budu už muset jít.


          

        
	

            I’d love to continue our conversation, but…


          



          	

            Moc rád bych pokračoval v tomto rozhovoru, ale…


          

        
	

            Well, I don’t want to take up any more of your time.


          



          	

            Nechci vás už dále zdržovat.


          

        

USEFUL TiP




    Co na sebe při obchodním či pracovním jednání




    Při prvním setkání s novými lidmi, s nimiž jste se ještě nikdy neviděli, je velmi důležitý první dojem (first impression). Ten totiž může ovlivnit průběh celé schůzky. Vzbudíte-li u druhé strany kladný první dojem, můžete si být jisti, že se schůzka bude odvíjet v příznivém duchu.




    •Velmi důležité je zvolit správné oblečení a držet se pravidel odívání (dress code) pro daný typ příležitosti či prostředí. To, co si obléknete na schůzku, zaujme vašeho obchodního partnera a podle toho si o vás udělá dojem.




    •I když výběr vhodného oblečení závisí na typu akce a obchodního partnera, v žádném případě byste neměli přijít jen v košili s krátkým rukávem, v tričku, svetru nebo v teniskách. Doporučuje se neformálně elegantní styl (smart casual style), jehož součástí je alespoň sportovní sako či blejzr (sports jacket or blazer), které můžete následně svléci. Nutností však není kravata (tie).




    •Na oficiální schůzky mohou muži zvolit smoking (tuxedo), černý nebo šedý oblek (black or grey suit). Pamatujte však na to, že po šesté hodině večerní se šedý oblek nenosí.




    •Ženy by pak neměly mít odhalená ramena a elegantní sukně (smart skirt) by neměla být kratší než několik centimetrů nad kolena. Doporučuje se nosit punčochy (stockings). Elegantní kalhoty s blůzou či kalhotový kostým (pantsuit) jsou samozřejmě také běžnou součástí šatníku moderní ženy.




    Vocabulary




    blazer – sako uvolněného stylu




    business (style) – pracovní formální (styl)




    business casual (style) – pracovní neformální (styl)




    button-down shirt – košile s připnutými špičkami límečků




    casual trousers – neformální kalhoty




    collared shirt – košile s límečkem




    dress code – pravidla stylu oblékání (na pracovišti)




    long sleeve shirt – košile s dlouhými rukávy




    pantsuit – kalhotový kostým




    smart casual (style) – neformálně elegantní (styl)




    smart jeans – elegantní džíny




    smart pants – elegantní kalhoty




    smart skirt – elegantní sukně




    stockings – punčochy




    suit – oblek




    sweater – svetr




    tie – kravata




    turtleneck – rolák




    1.3Making an Appointment / Sjednání schůzky




    Umění domlouvat, měnit a rušit schůzky (make, change and cancel appointments) je v obchodní komunikaci důležitou dovedností. Pro mnoho lidí je tento typ činnosti jednou z hlavních náplní jejich práce. Když schůzku sjednáváme, je velmi důležité, aby každý ze zúčastněných získal jasnou představu o všech detailech domluvy. V této kapitole naleznete fráze, které můžete použít, abyste svoji schůzku mohli rychle a jasně naplánovat.




    Asking for an Appointment / Žádáme o schůzku




    	

            I would like to arrange an appointment with Mr Black to discuss…


          



          	

            Chtěl bych si sjednat schůzku s panem Blackem a projednat…


          

        
	

            Could you indicate a suitable time and place to meet?


          



          	

            Mohl byste prosím navrhnout vhodný čas a místo pro setkání?


          

        
	

            Would it be possible to meet on Friday at your office to discuss…?


          



          	

            Bylo by možné se setkat v pátek ve vaší kanceláři, abychom projednali…?


          

        
	

            If possible, I would like to come by and see you tomorrow.


          



          	

            Pokud je to možné, rád bych se za vámi zastavil zítra.


          

        
	

            I was wondering if we could get together on Tuesday.


          



          	

            Napadlo mě, jestli bychom se mohli sejít v úterý.


          

        
	

            Could I visit you later today?


          



          	

            Mohl bych vás ještě dnes navštívit?


          

        
	

            Can we get together and talk about this?


          



          	

            Můžeme se sejít a promluvit si o tom?


          

        
	

            Is there a good time for us to get together on Monday?


          



          	

            Najdeme čas, abychom se v pondělí sešli?


          

        
	

            I was wondering if you would have time to meet for an hour to check on the progress of our project.


          



          	

            Neměl byste prosím čas se na hodinu setkat ohledně postupu našeho projektu?


          

        
	

            Can we meet (up) to talk about…?


          



          	

            Můžeme se sejít, abychom si promluvili o… ?


          

        

Agreeing to an Appointment / Souhlasíme se schůzkou




    	

            I would be available to discuss the matter on Wednesday at 10 am.


          



          	

            Hodilo by se mi tu záležitost projednat ve středu v 10 hodin.


          

        
	

            Tuesday sounds fine. Shall we say around 3 pm in my office? (informal)


          



          	

            Úterý zní dobře. Řekněme kolem třetí u mě v kanceláři?


          

        
	

            That suits me perfectly.


          



          	

            To se mi skvěle hodí.


          

        
	

            Thank you for your invitation. I agree with the proposed time.


          



          	

            Děkuji vám za pozvání. Souhlasím s navrženým časem.


          

        

Asking for Confirmation / Žádáme o potvrzení




    	

            Please confirm if this date and time is suitable/convenient for you.


          



          	

            Potvrďte, zda se vám toto datum a čas hodí.


          

        
	

            Can you let me know if this is OK for you? (informal)


          



          	

            Můžete mi dát vědět, jestli se vám to hodí?


          

        
	

            Can you let me know if this works for you? (informal)


          



          	

            Můžete mi dát vědět, jestli vám to vyhovuje?


          

        

Suggesting a Time / Navrhujeme čas




    	

            What time is best for you?


          



          	

            Jaký čas je pro vás nejlepší?


          

        
	

            When would it be a good time for you?


          



          	

            Kdy by se vám to hodilo?


          

        
	

            Would 9 am on Thursday be OK?


          



          	

            Šel by čtvrtek v 9 hodin ráno?


          

        
	

            Would Tuesday suit you?


          



          	

            Hodilo by se vám úterý?


          

        
	

            Would you be available on Tuesday?


          



          	

            Byl byste k dispozici v úterý?


          

        
	

            Could we meet at 10 am on Monday the 3rd of July?


          



          	

            Mohli bychom se setkat v 10 hodin v pondělí 3. července?


          

        
	

            Is it possible to meet on Friday?


          



          	

            Je možné se setkat v pátek?


          

        
	

            Would you be free in the afternoon of the 7th at 4 pm?


          



          	

            Měl byste volno sedmého (v měsíci) ve čtyři odpoledne?


          

        
	

            We need to discuss our plans and it will take a couple of hours. Would you be available on Friday early in the morning?


          



          	

            Musíme projednat naše plány a to bude trvat několik hodin. Byl byste k dispozici v pátek brzy ráno?


          

        
	

            How about meeting in my office at about 12:30?


          



          	

            Co se sejít v mé kanceláři asi ve 12:30?


          

        

LANGUAGE TiP




    Předložky při vyjádření času




    V angličtině je důležité věnovat pozornost použití správných předložek při vyjádření času. Českou předložku „v“ můžeme přeložit jako „in“, „on“ a „at“, záleží na tom, jaký časový úsek chceme označit.




    •Mluvíme-li o jednotlivých dnech, používáme předložku „on“: např. on Monday.




    •Pro části dne používáme předložku „in“: např. in the morning.




    •Při spojení názvu dne s jeho částí se však použije předložka „on“: např. on Monday morning.




    •Delší časová období jako jsou měsíce, roční období, roky, staletí atd. se pojí s předložkou „in“: např. in July, in 2015.




    •Jedná-li se o přesný čas, použijeme předložku „at“. Čas může mít podobu hodinového údaje (v sedm hodin, v půl deváté…) nebo může být pojmenován speciálním slůvkem (o půlnoci, v poledne apod.): at seven o’clock, at half past eight, at noon.




    •Pro zajímavost: se slovem weekend se pojí předložka „at“ nebo „on“, záleží na tom, jedná-li se o britskou nebo americkou angličtinu: at the weekend (BrE), on the weekend (AmE).




    Saying a Time is Not Convenient / Říkáme, že čas se nám nehodí




    	

            Unfortunately, I will be away on business during the week of March 6–11, so I will be unable to meet you then.






	
	


	
		Vážení čtenáři, právě jste dočetli ukázku z knihy  Angličtina Business English.
 
		Pokud se Vám líbila, celou knihu si můžete zakoupit v našem e-shopu.
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                    GNU GENERAL PUBLIC LICENSE
                       Version 3, 29 June 2007

 Copyright (C) 2007 Free Software Foundation, Inc. <http://fsf.org/>
 Everyone is permitted to copy and distribute verbatim copies
 of this license document, but changing it is not allowed.

                            Preamble

  The GNU General Public License is a free, copyleft license for
software and other kinds of works.

  The licenses for most software and other practical works are designed
to take away your freedom to share and change the works.  By contrast,
the GNU General Public License is intended to guarantee your freedom to
share and change all versions of a program--to make sure it remains free
software for all its users.  We, the Free Software Foundation, use the
GNU General Public License for most of our software; it applies also to
any other work released this way by its authors.  You can apply it to
your programs, too.

  When we speak of free software, we are referring to freedom, not
price.  Our General Public Licenses are designed to make sure that you
have the freedom to distribute copies of free software (and charge for
them if you wish), that you receive source code or can get it if you
want it, that you can change the software or use pieces of it in new
free programs, and that you know you can do these things.

  To protect your rights, we need to prevent others from denying you
these rights or asking you to surrender the rights.  Therefore, you have
certain responsibilities if you distribute copies of the software, or if
you modify it: responsibilities to respect the freedom of others.

  For example, if you distribute copies of such a program, whether
gratis or for a fee, you must pass on to the recipients the same
freedoms that you received.  You must make sure that they, too, receive
or can get the source code.  And you must show them these terms so they
know their rights.

  Developers that use the GNU GPL protect your rights with two steps:
(1) assert copyright on the software, and (2) offer you this License
giving you legal permission to copy, distribute and/or modify it.

  For the developers' and authors' protection, the GPL clearly explains
that there is no warranty for this free software.  For both users' and
authors' sake, the GPL requires that modified versions be marked as
changed, so that their problems will not be attributed erroneously to
authors of previous versions.

  Some devices are designed to deny users access to install or run
modified versions of the software inside them, although the manufacturer
can do so.  This is fundamentally incompatible with the aim of
protecting users' freedom to change the software.  The systematic
pattern of such abuse occurs in the area of products for individuals to
use, which is precisely where it is most unacceptable.  Therefore, we
have designed this version of the GPL to prohibit the practice for those
products.  If such problems arise substantially in other domains, we
stand ready to extend this provision to those domains in future versions
of the GPL, as needed to protect the freedom of users.

  Finally, every program is threatened constantly by software patents.
States should not allow patents to restrict development and use of
software on general-purpose computers, but in those that do, we wish to
avoid the special danger that patents applied to a free program could
make it effectively proprietary.  To prevent this, the GPL assures that
patents cannot be used to render the program non-free.

  The precise terms and conditions for copying, distribution and
modification follow.

                       TERMS AND CONDITIONS

  0. Definitions.

  "This License" refers to version 3 of the GNU General Public License.

  "Copyright" also means copyright-like laws that apply to other kinds of
works, such as semiconductor masks.

  "The Program" refers to any copyrightable work licensed under this
License.  Each licensee is addressed as "you".  "Licensees" and
"recipients" may be individuals or organizations.

  To "modify" a work means to copy from or adapt all or part of the work
in a fashion requiring copyright permission, other than the making of an
exact copy.  The resulting work is called a "modified version" of the
earlier work or a work "based on" the earlier work.

  A "covered work" means either the unmodified Program or a work based
on the Program.

  To "propagate" a work means to do anything with it that, without
permission, would make you directly or secondarily liable for
infringement under applicable copyright law, except executing it on a
computer or modifying a private copy.  Propagation includes copying,
distribution (with or without modification), making available to the
public, and in some countries other activities as well.

  To "convey" a work means any kind of propagation that enables other
parties to make or receive copies.  Mere interaction with a user through
a computer network, with no transfer of a copy, is not conveying.

  An interactive user interface displays "Appropriate Legal Notices"
to the extent that it includes a convenient and prominently visible
feature that (1) displays an appropriate copyright notice, and (2)
tells the user that there is no warranty for the work (except to the
extent that warranties are provided), that licensees may convey the
work under this License, and how to view a copy of this License.  If
the interface presents a list of user commands or options, such as a
menu, a prominent item in the list meets this criterion.

  1. Source Code.

  The "source code" for a work means the preferred form of the work
for making modifications to it.  "Object code" means any non-source
form of a work.

  A "Standard Interface" means an interface that either is an official
standard defined by a recognized standards body, or, in the case of
interfaces specified for a particular programming language, one that
is widely used among developers working in that language.

  The "System Libraries" of an executable work include anything, other
than the work as a whole, that (a) is included in the normal form of
packaging a Major Component, but which is not part of that Major
Component, and (b) serves only to enable use of the work with that
Major Component, or to implement a Standard Interface for which an
implementation is available to the public in source code form.  A
"Major Component", in this context, means a major essential component
(kernel, window system, and so on) of the specific operating system
(if any) on which the executable work runs, or a compiler used to
produce the work, or an object code interpreter used to run it.

  The "Corresponding Source" for a work in object code form means all
the source code needed to generate, install, and (for an executable
work) run the object code and to modify the work, including scripts to
control those activities.  However, it does not include the work's
System Libraries, or general-purpose tools or generally available free
programs which are used unmodified in performing those activities but
which are not part of the work.  For example, Corresponding Source
includes interface definition files associated with source files for
the work, and the source code for shared libraries and dynamically
linked subprograms that the work is specifically designed to require,
such as by intimate data communication or control flow between those
subprograms and other parts of the work.

  The Corresponding Source need not include anything that users
can regenerate automatically from other parts of the Corresponding
Source.

  The Corresponding Source for a work in source code form is that
same work.

  2. Basic Permissions.

  All rights granted under this License are granted for the term of
copyright on the Program, and are irrevocable provided the stated
conditions are met.  This License explicitly affirms your unlimited
permission to run the unmodified Program.  The output from running a
covered work is covered by this License only if the output, given its
content, constitutes a covered work.  This License acknowledges your
rights of fair use or other equivalent, as provided by copyright law.

  You may make, run and propagate covered works that you do not
convey, without conditions so long as your license otherwise remains
in force.  You may convey covered works to others for the sole purpose
of having them make modifications exclusively for you, or provide you
with facilities for running those works, provided that you comply with
the terms of this License in conveying all material for which you do
not control copyright.  Those thus making or running the covered works
for you must do so exclusively on your behalf, under your direction
and control, on terms that prohibit them from making any copies of
your copyrighted material outside their relationship with you.

  Conveying under any other circumstances is permitted solely under
the conditions stated below.  Sublicensing is not allowed; section 10
makes it unnecessary.

  3. Protecting Users' Legal Rights From Anti-Circumvention Law.

  No covered work shall be deemed part of an effective technological
measure under any applicable law fulfilling obligations under article
11 of the WIPO copyright treaty adopted on 20 December 1996, or
similar laws prohibiting or restricting circumvention of such
measures.

  When you convey a covered work, you waive any legal power to forbid
circumvention of technological measures to the extent such circumvention
is effected by exercising rights under this License with respect to
the covered work, and you disclaim any intention to limit operation or
modification of the work as a means of enforcing, against the work's
users, your or third parties' legal rights to forbid circumvention of
technological measures.

  4. Conveying Verbatim Copies.

  You may convey verbatim copies of the Program's source code as you
receive it, in any medium, provided that you conspicuously and
appropriately publish on each copy an appropriate copyright notice;
keep intact all notices stating that this License and any
non-permissive terms added in accord with section 7 apply to the code;
keep intact all notices of the absence of any warranty; and give all
recipients a copy of this License along with the Program.

  You may charge any price or no price for each copy that you convey,
and you may offer support or warranty protection for a fee.

  5. Conveying Modified Source Versions.

  You may convey a work based on the Program, or the modifications to
produce it from the Program, in the form of source code under the
terms of section 4, provided that you also meet all of these conditions:

    a) The work must carry prominent notices stating that you modified
    it, and giving a relevant date.

    b) The work must carry prominent notices stating that it is
    released under this License and any conditions added under section
    7.  This requirement modifies the requirement in section 4 to
    "keep intact all notices".

    c) You must license the entire work, as a whole, under this
    License to anyone who comes into possession of a copy.  This
    License will therefore apply, along with any applicable section 7
    additional terms, to the whole of the work, and all its parts,
    regardless of how they are packaged.  This License gives no
    permission to license the work in any other way, but it does not
    invalidate such permission if you have separately received it.

    d) If the work has interactive user interfaces, each must display
    Appropriate Legal Notices; however, if the Program has interactive
    interfaces that do not display Appropriate Legal Notices, your
    work need not make them do so.

  A compilation of a covered work with other separate and independent
works, which are not by their nature extensions of the covered work,
and which are not combined with it such as to form a larger program,
in or on a volume of a storage or distribution medium, is called an
"aggregate" if the compilation and its resulting copyright are not
used to limit the access or legal rights of the compilation's users
beyond what the individual works permit.  Inclusion of a covered work
in an aggregate does not cause this License to apply to the other
parts of the aggregate.

  6. Conveying Non-Source Forms.

  You may convey a covered work in object code form under the terms
of sections 4 and 5, provided that you also convey the
machine-readable Corresponding Source under the terms of this License,
in one of these ways:

    a) Convey the object code in, or embodied in, a physical product
    (including a physical distribution medium), accompanied by the
    Corresponding Source fixed on a durable physical medium
    customarily used for software interchange.

    b) Convey the object code in, or embodied in, a physical product
    (including a physical distribution medium), accompanied by a
    written offer, valid for at least three years and valid for as
    long as you offer spare parts or customer support for that product
    model, to give anyone who possesses the object code either (1) a
    copy of the Corresponding Source for all the software in the
    product that is covered by this License, on a durable physical
    medium customarily used for software interchange, for a price no
    more than your reasonable cost of physically performing this
    conveying of source, or (2) access to copy the
    Corresponding Source from a network server at no charge.

    c) Convey individual copies of the object code with a copy of the
    written offer to provide the Corresponding Source.  This
    alternative is allowed only occasionally and noncommercially, and
    only if you received the object code with such an offer, in accord
    with subsection 6b.

    d) Convey the object code by offering access from a designated
    place (gratis or for a charge), and offer equivalent access to the
    Corresponding Source in the same way through the same place at no
    further charge.  You need not require recipients to copy the
    Corresponding Source along with the object code.  If the place to
    copy the object code is a network server, the Corresponding Source
    may be on a different server (operated by you or a third party)
    that supports equivalent copying facilities, provided you maintain
    clear directions next to the object code saying where to find the
    Corresponding Source.  Regardless of what server hosts the
    Corresponding Source, you remain obligated to ensure that it is
    available for as long as needed to satisfy these requirements.

    e) Convey the object code using peer-to-peer transmission, provided
    you inform other peers where the object code and Corresponding
    Source of the work are being offered to the general public at no
    charge under subsection 6d.

  A separable portion of the object code, whose source code is excluded
from the Corresponding Source as a System Library, need not be
included in conveying the object code work.

  A "User Product" is either (1) a "consumer product", which means any
tangible personal property which is normally used for personal, family,
or household purposes, or (2) anything designed or sold for incorporation
into a dwelling.  In determining whether a product is a consumer product,
doubtful cases shall be resolved in favor of coverage.  For a particular
product received by a particular user, "normally used" refers to a
typical or common use of that class of product, regardless of the status
of the particular user or of the way in which the particular user
actually uses, or expects or is expected to use, the product.  A product
is a consumer product regardless of whether the product has substantial
commercial, industrial or non-consumer uses, unless such uses represent
the only significant mode of use of the product.

  "Installation Information" for a User Product means any methods,
procedures, authorization keys, or other information required to install
and execute modified versions of a covered work in that User Product from
a modified version of its Corresponding Source.  The information must
suffice to ensure that the continued functioning of the modified object
code is in no case prevented or interfered with solely because
modification has been made.

  If you convey an object code work under this section in, or with, or
specifically for use in, a User Product, and the conveying occurs as
part of a transaction in which the right of possession and use of the
User Product is transferred to the recipient in perpetuity or for a
fixed term (regardless of how the transaction is characterized), the
Corresponding Source conveyed under this section must be accompanied
by the Installation Information.  But this requirement does not apply
if neither you nor any third party retains the ability to install
modified object code on the User Product (for example, the work has
been installed in ROM).

  The requirement to provide Installation Information does not include a
requirement to continue to provide support service, warranty, or updates
for a work that has been modified or installed by the recipient, or for
the User Product in which it has been modified or installed.  Access to a
network may be denied when the modification itself materially and
adversely affects the operation of the network or violates the rules and
protocols for communication across the network.

  Corresponding Source conveyed, and Installation Information provided,
in accord with this section must be in a format that is publicly
documented (and with an implementation available to the public in
source code form), and must require no special password or key for
unpacking, reading or copying.

  7. Additional Terms.

  "Additional permissions" are terms that supplement the terms of this
License by making exceptions from one or more of its conditions.
Additional permissions that are applicable to the entire Program shall
be treated as though they were included in this License, to the extent
that they are valid under applicable law.  If additional permissions
apply only to part of the Program, that part may be used separately
under those permissions, but the entire Program remains governed by
this License without regard to the additional permissions.

  When you convey a copy of a covered work, you may at your option
remove any additional permissions from that copy, or from any part of
it.  (Additional permissions may be written to require their own
removal in certain cases when you modify the work.)  You may place
additional permissions on material, added by you to a covered work,
for which you have or can give appropriate copyright permission.

  Notwithstanding any other provision of this License, for material you
add to a covered work, you may (if authorized by the copyright holders of
that material) supplement the terms of this License with terms:

    a) Disclaiming warranty or limiting liability differently from the
    terms of sections 15 and 16 of this License; or

    b) Requiring preservation of specified reasonable legal notices or
    author attributions in that material or in the Appropriate Legal
    Notices displayed by works containing it; or

    c) Prohibiting misrepresentation of the origin of that material, or
    requiring that modified versions of such material be marked in
    reasonable ways as different from the original version; or

    d) Limiting the use for publicity purposes of names of licensors or
    authors of the material; or

    e) Declining to grant rights under trademark law for use of some
    trade names, trademarks, or service marks; or

    f) Requiring indemnification of licensors and authors of that
    material by anyone who conveys the material (or modified versions of
    it) with contractual assumptions of liability to the recipient, for
    any liability that these contractual assumptions directly impose on
    those licensors and authors.

  All other non-permissive additional terms are considered "further
restrictions" within the meaning of section 10.  If the Program as you
received it, or any part of it, contains a notice stating that it is
governed by this License along with a term that is a further
restriction, you may remove that term.  If a license document contains
a further restriction but permits relicensing or conveying under this
License, you may add to a covered work material governed by the terms
of that license document, provided that the further restriction does
not survive such relicensing or conveying.

  If you add terms to a covered work in accord with this section, you
must place, in the relevant source files, a statement of the
additional terms that apply to those files, or a notice indicating
where to find the applicable terms.

  Additional terms, permissive or non-permissive, may be stated in the
form of a separately written license, or stated as exceptions;
the above requirements apply either way.

  8. Termination.

  You may not propagate or modify a covered work except as expressly
provided under this License.  Any attempt otherwise to propagate or
modify it is void, and will automatically terminate your rights under
this License (including any patent licenses granted under the third
paragraph of section 11).

  However, if you cease all violation of this License, then your
license from a particular copyright holder is reinstated (a)
provisionally, unless and until the copyright holder explicitly and
finally terminates your license, and (b) permanently, if the copyright
holder fails to notify you of the violation by some reasonable means
prior to 60 days after the cessation.

  Moreover, your license from a particular copyright holder is
reinstated permanently if the copyright holder notifies you of the
violation by some reasonable means, this is the first time you have
received notice of violation of this License (for any work) from that
copyright holder, and you cure the violation prior to 30 days after
your receipt of the notice.

  Termination of your rights under this section does not terminate the
licenses of parties who have received copies or rights from you under
this License.  If your rights have been terminated and not permanently
reinstated, you do not qualify to receive new licenses for the same
material under section 10.

  9. Acceptance Not Required for Having Copies.

  You are not required to accept this License in order to receive or
run a copy of the Program.  Ancillary propagation of a covered work
occurring solely as a consequence of using peer-to-peer transmission
to receive a copy likewise does not require acceptance.  However,
nothing other than this License grants you permission to propagate or
modify any covered work.  These actions infringe copyright if you do
not accept this License.  Therefore, by modifying or propagating a
covered work, you indicate your acceptance of this License to do so.

  10. Automatic Licensing of Downstream Recipients.

  Each time you convey a covered work, the recipient automatically
receives a license from the original licensors, to run, modify and
propagate that work, subject to this License.  You are not responsible
for enforcing compliance by third parties with this License.

  An "entity transaction" is a transaction transferring control of an
organization, or substantially all assets of one, or subdividing an
organization, or merging organizations.  If propagation of a covered
work results from an entity transaction, each party to that
transaction who receives a copy of the work also receives whatever
licenses to the work the party's predecessor in interest had or could
give under the previous paragraph, plus a right to possession of the
Corresponding Source of the work from the predecessor in interest, if
the predecessor has it or can get it with reasonable efforts.

  You may not impose any further restrictions on the exercise of the
rights granted or affirmed under this License.  For example, you may
not impose a license fee, royalty, or other charge for exercise of
rights granted under this License, and you may not initiate litigation
(including a cross-claim or counterclaim in a lawsuit) alleging that
any patent claim is infringed by making, using, selling, offering for
sale, or importing the Program or any portion of it.

  11. Patents.

  A "contributor" is a copyright holder who authorizes use under this
License of the Program or a work on which the Program is based.  The
work thus licensed is called the contributor's "contributor version".

  A contributor's "essential patent claims" are all patent claims
owned or controlled by the contributor, whether already acquired or
hereafter acquired, that would be infringed by some manner, permitted
by this License, of making, using, or selling its contributor version,
but do not include claims that would be infringed only as a
consequence of further modification of the contributor version.  For
purposes of this definition, "control" includes the right to grant
patent sublicenses in a manner consistent with the requirements of
this License.

  Each contributor grants you a non-exclusive, worldwide, royalty-free
patent license under the contributor's essential patent claims, to
make, use, sell, offer for sale, import and otherwise run, modify and
propagate the contents of its contributor version.

  In the following three paragraphs, a "patent license" is any express
agreement or commitment, however denominated, not to enforce a patent
(such as an express permission to practice a patent or covenant not to
sue for patent infringement).  To "grant" such a patent license to a
party means to make such an agreement or commitment not to enforce a
patent against the party.

  If you convey a covered work, knowingly relying on a patent license,
and the Corresponding Source of the work is not available for anyone
to copy, free of charge and under the terms of this License, through a
publicly available network server or other readily accessible means,
then you must either (1) cause the Corresponding Source to be so
available, or (2) arrange to deprive yourself of the benefit of the
patent license for this particular work, or (3) arrange, in a manner
consistent with the requirements of this License, to extend the patent
license to downstream recipients.  "Knowingly relying" means you have
actual knowledge that, but for the patent license, your conveying the
covered work in a country, or your recipient's use of the covered work
in a country, would infringe one or more identifiable patents in that
country that you have reason to believe are valid.

  If, pursuant to or in connection with a single transaction or
arrangement, you convey, or propagate by procuring conveyance of, a
covered work, and grant a patent license to some of the parties
receiving the covered work authorizing them to use, propagate, modify
or convey a specific copy of the covered work, then the patent license
you grant is automatically extended to all recipients of the covered
work and works based on it.

  A patent license is "discriminatory" if it does not include within
the scope of its coverage, prohibits the exercise of, or is
conditioned on the non-exercise of one or more of the rights that are
specifically granted under this License.  You may not convey a covered
work if you are a party to an arrangement with a third party that is
in the business of distributing software, under which you make payment
to the third party based on the extent of your activity of conveying
the work, and under which the third party grants, to any of the
parties who would receive the covered work from you, a discriminatory
patent license (a) in connection with copies of the covered work
conveyed by you (or copies made from those copies), or (b) primarily
for and in connection with specific products or compilations that
contain the covered work, unless you entered into that arrangement,
or that patent license was granted, prior to 28 March 2007.

  Nothing in this License shall be construed as excluding or limiting
any implied license or other defenses to infringement that may
otherwise be available to you under applicable patent law.

  12. No Surrender of Others' Freedom.

  If conditions are imposed on you (whether by court order, agreement or
otherwise) that contradict the conditions of this License, they do not
excuse you from the conditions of this License.  If you cannot convey a
covered work so as to satisfy simultaneously your obligations under this
License and any other pertinent obligations, then as a consequence you may
not convey it at all.  For example, if you agree to terms that obligate you
to collect a royalty for further conveying from those to whom you convey
the Program, the only way you could satisfy both those terms and this
License would be to refrain entirely from conveying the Program.

  13. Use with the GNU Affero General Public License.

  Notwithstanding any other provision of this License, you have
permission to link or combine any covered work with a work licensed
under version 3 of the GNU Affero General Public License into a single
combined work, and to convey the resulting work.  The terms of this
License will continue to apply to the part which is the covered work,
but the special requirements of the GNU Affero General Public License,
section 13, concerning interaction through a network will apply to the
combination as such.

  14. Revised Versions of this License.

  The Free Software Foundation may publish revised and/or new versions of
the GNU General Public License from time to time.  Such new versions will
be similar in spirit to the present version, but may differ in detail to
address new problems or concerns.

  Each version is given a distinguishing version number.  If the
Program specifies that a certain numbered version of the GNU General
Public License "or any later version" applies to it, you have the
option of following the terms and conditions either of that numbered
version or of any later version published by the Free Software
Foundation.  If the Program does not specify a version number of the
GNU General Public License, you may choose any version ever published
by the Free Software Foundation.

  If the Program specifies that a proxy can decide which future
versions of the GNU General Public License can be used, that proxy's
public statement of acceptance of a version permanently authorizes you
to choose that version for the Program.

  Later license versions may give you additional or different
permissions.  However, no additional obligations are imposed on any
author or copyright holder as a result of your choosing to follow a
later version.

  15. Disclaimer of Warranty.

  THERE IS NO WARRANTY FOR THE PROGRAM, TO THE EXTENT PERMITTED BY
APPLICABLE LAW.  EXCEPT WHEN OTHERWISE STATED IN WRITING THE COPYRIGHT
HOLDERS AND/OR OTHER PARTIES PROVIDE THE PROGRAM "AS IS" WITHOUT WARRANTY
OF ANY KIND, EITHER EXPRESSED OR IMPLIED, INCLUDING, BUT NOT LIMITED TO,
THE IMPLIED WARRANTIES OF MERCHANTABILITY AND FITNESS FOR A PARTICULAR
PURPOSE.  THE ENTIRE RISK AS TO THE QUALITY AND PERFORMANCE OF THE PROGRAM
IS WITH YOU.  SHOULD THE PROGRAM PROVE DEFECTIVE, YOU ASSUME THE COST OF
ALL NECESSARY SERVICING, REPAIR OR CORRECTION.

  16. Limitation of Liability.

  IN NO EVENT UNLESS REQUIRED BY APPLICABLE LAW OR AGREED TO IN WRITING
WILL ANY COPYRIGHT HOLDER, OR ANY OTHER PARTY WHO MODIFIES AND/OR CONVEYS
THE PROGRAM AS PERMITTED ABOVE, BE LIABLE TO YOU FOR DAMAGES, INCLUDING ANY
GENERAL, SPECIAL, INCIDENTAL OR CONSEQUENTIAL DAMAGES ARISING OUT OF THE
USE OR INABILITY TO USE THE PROGRAM (INCLUDING BUT NOT LIMITED TO LOSS OF
DATA OR DATA BEING RENDERED INACCURATE OR LOSSES SUSTAINED BY YOU OR THIRD
PARTIES OR A FAILURE OF THE PROGRAM TO OPERATE WITH ANY OTHER PROGRAMS),
EVEN IF SUCH HOLDER OR OTHER PARTY HAS BEEN ADVISED OF THE POSSIBILITY OF
SUCH DAMAGES.

  17. Interpretation of Sections 15 and 16.

  If the disclaimer of warranty and limitation of liability provided
above cannot be given local legal effect according to their terms,
reviewing courts shall apply local law that most closely approximates
an absolute waiver of all civil liability in connection with the
Program, unless a warranty or assumption of liability accompanies a
copy of the Program in return for a fee.

                     END OF TERMS AND CONDITIONS

            How to Apply These Terms to Your New Programs

  If you develop a new program, and you want it to be of the greatest
possible use to the public, the best way to achieve this is to make it
free software which everyone can redistribute and change under these terms.

  To do so, attach the following notices to the program.  It is safest
to attach them to the start of each source file to most effectively
state the exclusion of warranty; and each file should have at least
the "copyright" line and a pointer to where the full notice is found.

    <one line to give the program's name and a brief idea of what it does.>
    Copyright (C) <year>  <name of author>

    This program is free software: you can redistribute it and/or modify
    it under the terms of the GNU General Public License as published by
    the Free Software Foundation, either version 3 of the License, or
    (at your option) any later version.

    This program is distributed in the hope that it will be useful,
    but WITHOUT ANY WARRANTY; without even the implied warranty of
    MERCHANTABILITY or FITNESS FOR A PARTICULAR PURPOSE.  See the
    GNU General Public License for more details.

    You should have received a copy of the GNU General Public License
    along with this program.  If not, see <http://www.gnu.org/licenses/>.

Also add information on how to contact you by electronic and paper mail.

  If the program does terminal interaction, make it output a short
notice like this when it starts in an interactive mode:

    <program>  Copyright (C) <year>  <name of author>
    This program comes with ABSOLUTELY NO WARRANTY; for details type `show w'.
    This is free software, and you are welcome to redistribute it
    under certain conditions; type `show c' for details.

The hypothetical commands `show w' and `show c' should show the appropriate
parts of the General Public License.  Of course, your program's commands
might be different; for a GUI interface, you would use an "about box".

  You should also get your employer (if you work as a programmer) or school,
if any, to sign a "copyright disclaimer" for the program, if necessary.
For more information on this, and how to apply and follow the GNU GPL, see
<http://www.gnu.org/licenses/>.

  The GNU General Public License does not permit incorporating your program
into proprietary programs.  If your program is a subroutine library, you
may consider it more useful to permit linking proprietary applications with
the library.  If this is what you want to do, use the GNU Lesser General
Public License instead of this License.  But first, please read
<http://www.gnu.org/philosophy/why-not-lgpl.html>.
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